Create a Session for an Existing Course

Learning Management System (LMS)

July 18, 2013

A session can be created for a course that already exists in the LMS. Complete the following steps to add a session

to an existing course.

1. Log onto BEACON

2. Click on the “Learning” tab

3. Click on “Submit”

|NCID - | —
|Password: [ ]

Customer Service | System Status | Privacy and Security | Legal

My Data (ES5) My Staff (M35)

Welcome to the BEACON Portal

Quick Links

The BEACON portal provides you with the tools ya
persenal information. For additional support infor
Shared Services website at www.osc.nc.gov/best
BEST Shared Services Center from 8 a.m. to 5 p.n|
866-NCBEST4(U) (1-866-622-3784) outside the Ralei

Note: The portal will be unavailable weekdays fro
maintenance.

News of Interest

If you experience any issues connecting to the NC Learning Center,
please contact the BEST Shared Services at BEST@osc.nc.gov

Click "Submit" to enter NC Learning Center
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4. Click on “Yes”

Security Warning \ 2 \

The current webpage is trying to open a site in your Trusted sites list.
Do you want to allow this?

Current site: https://mybeacon.its.state.nc.us
Trusted site: https://ncgov.csod.com

Home Learning Reports ILT Admin Admin
-

Manage Events & Sessions Manage Events & Sessions

=vent records are the generic catalog inform:  Vendors & Instructors sions
sessions.

Facilities & Resources
Waitlists l I Exception Requests ] @

W Your Sessions

Search All Events

6. Search for the course that you want to add one or more sessions to.

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events, Use the options below to create ne
sassions

[ waitiists | [ Exception Requests | [_interest Tracking |

Search All Events

@ Search for all Events ©) Search for all Sessions

Traffic Engineering| [subgact 8|  [vendor =]

English (US)

or search for sessions directly by using locator number

Locator Number [ view active Evants Only

7. Click on “View Sessions” for the course you are adding session(s) to.

Manage Events & Sessions

Event racords are the generic catslog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and schedule new

[[wattists | [ Exception Requests ] [ interest Tracking |

Search All Events

@ Search for all Events ©) Search for all Sessions

Traffic Enginasring Bubect 8 [venaor 3]

English (US)
or search for sessions directly by using locator number

Locator Number [ view ctive Evants Only

€ Export to Excel

Events
(1 Results)
Event Name Subjects Vendor Language(s) Tentative Sessions  Approved Sessions  Completed Sessions  Evaluation  Options
... Softuare  Transportation  English (US) o 1 o B 2 B

COPNErSLONE conesione 1221 16 Foveres sy Comerstons Orbemand, nc.® 2000.2011 Cormarsons OnDeman, ne All ights Reservea
ONDEMAND Empowen & U.S. Patent No. £,587.888. Terms of Service | Privacy Statement| Cookie Policy
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8. Click on “Create New Session”

Traffic Engineering Accident Analysis System

Search

[V Tentative [¥] Approved [ Completed [] Cancelled

Session ID Locator Number

Start Date: |

Location 8| [tnstructor

@ Create New Session

Day Start Date End Date Session ID

Wednesday 81712013 81812013

Locator Number Location

5970 Garner, Training Site

0O to] [im]

Enroliment Evaluation Status

0of17 Approved

9. Enter the “Start Date” (either type it in or select it from the calendar drop down)

Traffic Engineering Accident Analysis System - created by Jacqueline Johnson on 7.

Schedule Wizard

CoOrnerstone coresone 122110 Foweres o

ONDEMAND Empouering Prople  U.S. Patent No. 8,687,668. Terms

10. Click on “Next”

11. Click on the “Location” search button

=2

Occurs
@ Once
© Daily
@ Weekly
@ Manthly
Duration
Start Date: 5/4/2013
4
su
25
1
]
15
22
29

September, 2013

Mo
26

Tu We
27 28
3[4 s
10 11
17 18
24 25

1

2

Th
29

3
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a0

&
13
20
27

Today: July 18, 2013

Use the schedule wizard to create multiple sessions at once. The :

011 Comerstone OnDer

| Cookie Policy

Traffic Engineering Accident Analysis System - created by Jacqueline Johnson on 7/18/2013

Name: 1

Parts Schedule Description:

Location: |

Select Room Lay

DATE AND TIME

Start Date:

9/4/2013

[ End: s/a/z013 |

(1 Results)
Options

SHAEE%
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12. Search for the location and click the “Add” button

Select Facility

Name: ID: Owner:: Q, search

» View Hierarchy

earch Results

ADD TITLE D OWNER

Training Room

@ Division 13 Office, Conference Room
Division 13

Conference Room

@ Division 13, District 1 Office, Conferance Room
Division 13

13. Click on the “Done” button

Select - Step 2 of 2

Facility Details

Facility Division 12 Office, Conference Room
Confir i
Requireds | Require the lacation to ba confirmad befora the session is approvad”

-

Notes:

(*If the "Confirmation Required" checkbox is not chacked, the session will be approved aven if the facility is not available)

Cioct ) (oore | e

14. Enter the “Start Time” and “End” time

Traffic Engineering Accident Analysis System - created by Jacqueline Johnson on 711812013

Name: 3
Descrption:
Location: |pivision 13 Office, Conference Re X Select Room Layou
DATE AND TIME
StartDate: p/4/2013 | [0] End: 9/4/2013 s}
Start Time: 8:30 AM  » End: 4:00PM ~ TimeZon

15. If the session only occurs on one day, then skip to step 19. Otherwise, continue to step 16 because multiple

day sessions are created in parts (each day being one part).
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16. Click on “Save & Add New Part”

Traffic Engineering Accident Analysis System - created by Jacqueline Johnson on 7118/2013

Name: 1
Parts Schedule Description:
Location: [Division 12 Office, Conference Re X Select Room Lay
DATE AND TIME
Start Date: [p/4/2013 [ End: s/4/2013 5
StartTime: 8:30 AM End: 4:00PM ~ TimeZ
PART BREAK ¥

Part Duration - Break(s) = Training Hours

PART OCCURRENCE
Occurs

@ Once

@ Daily

©) Weekly

© Monthly

Duration
Start Date: 9/4/2013

save Part | [ Save & Add New Part | [ Cancal |

17. Adjust the date and times, if necessary.

Traffic Engineering Accident Analysis System - created by Jacqueline Johnson on 7118/2013

Mame: 3
Parts Schedule Description:

Location: [Division 13 Office, Conference Ro¥| Select Room Layot

DATE AND TIME

Start Date: 9/5/2012 [ End: s/s/zo1= =
Start Time: 8:30 AM End: 4:00 PM  « Time Zot

18. Repeat steps 16 and 17 if additional days (parts) are required for the same session. Otherwise, continue to

step 19.
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19. Click on “Save Part”

Traffic Engineering Accident Analysis System - created by Jacqueline Johnson

Name: 2
Location: [Division 13 Offics, Conference ReX|  Sele
DATE AND TIME
Start Date: s/5/2013 [ End: 3/s/2013
Start Time: 8:30 AM End:  4:00 PM

PART BREAK ¥

Part Duration - Break(s) = Training Hours

PART OCCURRENCE
Occurs

@ Once

) Daily

) Weekly

© Monthly

Duration
Start Date: 9/5/2013

Save Part Save & Add New Part ] [ Cancel ]

20. Click on the “Save” button

Traffic Engineering Accident Analysis System - created by Jacqueline Johnson on 7/18/2013
Sessions may be composed of an unlimited number of separate parts or schedules. When a user registers for this session, they will be automatically enrolled in each par

schedule information for each part separately by clicking "Add Part” and entering the informatien on the new line. To check for location, equipment, or facility conflicts betwes
click "Check for Conflicts.”

Schedule Wizard & Add Part * View Events Calendar &% Exportto Excel @ @ Check Conflicts
[RIEEEEEITS Status  Day Part Name Starts Ends Training Hours Location
Details
- ®  Wednesday 1 9412013 9/4/2013 7 Hour(s) 30 Minute(s) Asheville
Availability 8:30 AMEST 4:00 PMEST
SUNETALY ®  Thursday 2 952013 8/512013 7 Hour(s) 30 Minute(s) Asheville

830 AMEST 4:00 PMEST

« Back Save Cancel Next »

21. Click on the “Edit Session” button

Traffic Engineering Accident Analysis System

Search

[¥ Tentative []Approved [ Completed [ Cancelled

Session ID Locator Number Start Date: | H to] 5]

Location @] [tnstructer =]

& Create New Session

Day Start Date End Date Session ID Locator Number Location Enrollment Evaluation Status Opj
Wednesday 97412013 9/5/2013 5971 Asheville 00f75 Approved BFEE %
Wednesday 8i712013 8/212013 5970 Garner, Training Site 00f 17 Approved SZEHE R
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22. Click on “Details” in the “Session” box

Traffic Engineering Accident Analysis System - created by Jacgueline Johnson on 718/2013

Sessions may be composed of an unlimited number of separate parts or schedules. When a user registers for this session, they will be automatically enrolled in each par
schedule infermation for each part separately by clicking "Add Part” and entering the information on the new line. To check for location, equipment, or facility conflicts betwet

click "Check for Conflicts.”

Parts Schedule @ AddPart » View Events Calendar 3£ Exportto Excel @ @ Check Conflicts

Details

Status  Day Part Name Starts Ends Training Hours Location
Availability
Q Wednesday 1 9/4/2013 9/4/12013 7 Houris) 30 Minute(s) Asheville
Summary 8:30 AMEST 4:00 PMEST
Q Thursday 2 9/5/2013 9/5/2013 7 Hour(s) 30 Minute(s) Asheville

8:30 AM EST 4:00 PMEST

Save Cancel

[ save | [ cancel | [ mext» |

Modification History

23. Adjust the “Attendance” field to indicate the number of parts (days) required for successful completion of the

session (i.e. 1of 1, 20f 2, 3 of 3, etc.)

Traffic Engineering Accident Analysis System - created by Jacqueline Johnson on 711812013

Parts Schedule Session ID:

L= 1 Creans: o

Availability Professional Development:

Summary
Department Goal Supported: ake our transportation network safer.

Training Contact: Jacqueline Johnson JACKIEJOHNSON@NC

(Tel) 919-773-2782

(Fax) 918-771-2745

REGISTRATION

Attendance: of 2 parts must be marked as attend

Registration Deadline: Day(s) ~ Before > firstpart

Before: (Session Start Date and Time — Timi
After: (Session Start Date and Time + Timing

Minimum Registration: 0

Maximum Registration: 75|

ENROLLMENT
24. Adjust the “Maximum Registration” field to indicate the maximum number of seats available

Traffic Engineering Accident Analysis System - created by Jacgueline Johnson on 7/18/2013

Parts Schedule Session ID:

I Credits:

Availability

=1

Professional Development:
Summary
Department Goal Supported: Wake our transportation network safer.
Training Contact: Jacqueline Johnsen JACKIEJOHNSON@H
(Tel) 919-773-2782
(Fax) 919-771-2745

REGISTRATION
Attendance: o of 2 parts must be marked as atter
Registration Deadline: Day(s) = Before ~ firstp:

Before: (Session Start Date and Time — Tir
After: (Session Start Date and Time + Timil

Minimum Registration: 0

Maximum Registration: [ @

ENROLLMENT

Once users are registered in this session, some enrallment options may not be
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25. Click the “Save” button

Traffic Engineering Accident Analysis System - created by Jacqueline Johnson on 7122013

Parts Schedule Session ID:

L e Crodis:

Availability

=)

Professional Development:

Summary
Department Goal Supported: yake our transportation network safer.

Training Contact: Jacqueline Johnson JACKIEJOHNSON@!
(Tel) 919-773-2782
(Fax) 919-771-2745

REGISTRATION
Aftendance: 3 of 2 parts must be marked as atfte
Registration Deadline: Day(s) ~ Before ~ firstp:

Before: (Session Start Date and Time — Tir
After: (Session Start Date and Time + Timit

o

Minimum Registration:

Maximum Registration: 11
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